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Curricula 102 Job Aid Overview 

This job aid is a continuation of the items discussed in the Curricula 101 job 
aid. The Curricula 102 job aid provides step-by-step instructions for tasks 
relevant to curricula management in the GSA OLU (powered by SAP). Topics 
covered in this job aid include: user management, email notifications, and 
reporting. 
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CURRICULUM ASSIGNMENT 

Review Curriculum Contents 

A Curriculum is a set of one or more items that can be assigned and tracked as a group. It is most commonly used for 
certification tracking, regulated/ compliance driven training, recurring training, previously completed training credits, 
and choice completion requirements (ex: complete any 2 out of 3 courses for certification).  
 
Before a curriculum can be assigned, the curriculum content components must be edited to ensure accurate required 
dates.  
 

Curriculum Contents Area Navigation 
 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰLearningȱ 
icon.  

 

 
 

2. Click on the Curricula tab in the left menu frame. You will be directed to the area of the system where you can 
search and view the Curriculum you wish to assign. 
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3. Enter the Title of your desired curriculum. You can use the drop-down menu associated with most criteria to 
ÒÅÆÉÎÅ ÙÏÕÒ ÓÅÁÒÃÈ ɉÅØȡ ȰÓÔÁÒÔÓ ×ÉÔÈȱ ÖÓȢ ȰÃÏÎÔÁÉÎÓȱɊȢ #ÌÉÃË Search to search for your desired curriculum. 

 

 
 

4. Locate your desired curriculum. Click on the Curriculum ID to select and open the curriculum. 
 

 
 
 
 
 
 
 

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 
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5. On the Curriculum Administration Page, locate the Related Menu and click Contents. You are now in the 

curriculum contents area where Learning Administrators associate learning items, map requirements, and add 
subcurricula.  
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CURRICULUM ASSIGNMENT 

Review Curriculum Contents 

Review Curriculum Content Component Details 
 

1. From the Curriculum Administration Page of your desired curriculum, locate the Contents area (in the Related 

Menu), and click Edit. For better viewing, click on the  icon to expand the region. 
 

 
 

2. A pop-up window will open. Locate the learning component you wish to review on the Contents Edit page. Click 
on the expand icon to expand the component and view details. 
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3. The expanded area, depending on the component type (item, requirement, subcurricula), will display default 

details pertaining to that specific component.  
**NOTE : Requirements and subcurricula will also include the items attached within them in the expanded 
components view. 
 

 
 

4. Once details have been reviewed, click on the Edit button to edit the component details or cÌÉÃË ÏÎ ÔÈÅ ȰXȱ in 
the top right corner of the Edit Contents page to return to the Curriculum Administration page. 
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CURRICULUM ASSIGNMENT 

Edit Curriculum Contents  

Curriculum components must be edited to reflect a due date before the curriculum is assigned to users. This tells the 
ÓÙÓÔÅÍ ÔÈÁÔ ÔÈÅ ÃÕÒÒÉÃÕÌÕÍ ÎÅÅÄÓ ÔÏ ÂÅ ÁÓÓÉÇÎÅÄ ÁÓ Á Ȱ0ÅÒÉÏÄ-Based Assignment ÔÏ ÕÓÅÒÓȱ 
 
Period-Based Assignment Rules for Curriculum Components 

¶ All new periods start at midnight. Therefore, the required date (due date) for any item is 11:59:59 PM the day 
before the next period starts.  

¶ There are five period options that can be used to select a required date: Days, Weeks, Months, Quarters, or 
Years.  

¶ There are two ways to identify a due date for the curriculum component: 
o Calendar ɀ based on a basis date (used to calculate the due date). 
o Event ɀ requires an event (completion) to occur to set the period due date. 

¶ If a user completes an item after its required date, then the system applies that completion to the current 
period: 

o Calendar Basis - The system cannot allow a calendar-based assignment to have a due or required date 
that is anything other than the end of the current period. If a user completes the item late, the system 
must still give the user a full period in which to complete this item. Therefore, to get the proper credit 
for a curriculum, the user must complete the item during its intended period. 

o Event Basis - The system can allow the period to extend until the next event occurs (when the user next 
completes the item). Therefore, after recording the event, the system sets up a new period and a new 
required date for the item based on this most recent completion. 

¶ As an administrator, you cannot change the status of a curriculum by manually changing the required date of 
any item that is in the curriculum. The system always uses the settings of the curriculum record to determine 
the correct curriculum status. 

 
It is recommended that administrators utilize the SAP Help Portal to review period-based assignment setup and 
examples. You can access ÔÈÅ 3!0 (ÅÌÐ 0ÏÒÔÁÌ ÂÙ ÃÌÉÃËÉÎÇ ÏÎ ÔÈÅ Ȱ(ÅÌÐȱ ÂÕÔÔÏÎ ÌÏÃÁÔÅÄ in the top right corner of the 
Contents Edit page. 
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CURRICULUM ASSIGNMENT 

Period Based Assignments 

Calendar-Based Assignment 
 
It is recommended that administrators utilize the SAP Help Portal to review period-based (calendar/ event) assignment 
ÓÅÔÕÐ ÁÎÄ ÅØÁÍÐÌÅÓȢ 9ÏÕ ÃÁÎ ÁÃÃÅÓÓ ÔÈÅ 3!0 (ÅÌÐ 0ÏÒÔÁÌ ÂÙ ÃÌÉÃËÉÎÇ ÏÎ ÔÈÅ Ȱ(ÅÌÐȱ ÂÕÔÔÏÎ ÌÏÃÁÔÅÄ in the top right corner 
of the Contents Edit page. 
 

1. From the Curriculum Administration Page of your desired curriculum, locate the Contents area (in the Related 

Menu), and click Edit. For better viewing, click on the  icon to expand the region. 
 

 
 

2) A pop-up window will open. Locate the learning component you wish to edit on the Contents Edit page. Click 
on Edit ÔÏ ÅÄÉÔ ÔÈÅ ÃÏÍÐÏÎÅÎÔȭÓ ÄÅÔÁÉÌÓȢ 
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3) A pop-up window will open. Enter in the appropriate fields. 

 

 
 

4) Enter Initial NumberȢ %Øȡ ÉÆ ÙÏÕ ×ÁÎÔ ÔÏ ÇÉÖÅ ÌÅÁÒÎÅÒÓ Ω ÍÏÎÔÈÓ ÔÏ ÃÏÍÐÌÅÔÅ ÔÈÅ ÉÔÅÍÓȟ ÅÎÔÅÒ ȰΩȱ ÆÏÒ ÔÈÅ ÉÎÉÔÉÁÌ 
number. 
 

 
 

5) Enter Initial Period. Ex: ÉÆ ÙÏÕ ×ÁÎÔ ÔÏ ÇÉÖÅ ÌÅÁÒÎÅÒÓ Ω ÍÏÎÔÈÓ ÔÏ ÃÏÍÐÌÅÔÅ ÔÈÅ ÉÔÅÍÓ ÓÅÌÅÃÔ ȰÍÏÎÔÈÓȱ ÆÏÒ ÔÈÅ 
initial period. 
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6) 3ÅÌÅÃÔ ȰCalendarȱ ÁÓ ÔÈÅ Initial Basis. 

 

 
 

7) Previous Completions: use this area to indicate if (and how far back) you want the curriculum to ignore previous 
completions of this specific component.  
 

 
 

8) Required Date Basis: use this area to indicate if you want the curriculum to base the curriculum assignment 
process based on the assignment date or hire date. 
 

  
 

9) Basis Date: the system uses the basis date to calculate the periods and, therefore, the item's required dates. 
Basis date = due date ɀ  initial period. For example, if your desired due date is 8/14/17 and you indicated an 
initial period of 2 weeks, then your basis date will be 8/1/17. 
**NOTE :  

I. All new periods start at midnight. Therefore, the required date (due date) for any item is 11:59:59 PM 
the day before the next period starts. Example if you indicate a basis date of 8/1/17 with an initial period 
ÏÆ Ψ ×ÅÅËÓȟ ÙÏÕÒ ÉÔÅÍÓȭ ÒÅÑÕÉÒÅÄ ÄÁÔÅ ×ÉÌl be 8/14/17 at 11:59:59 PM not 8/15/17. 

II. If the Initial or Retraining Basis is Calendar, then If Initial or Retraining Basis is Event, then the system 
does not use the value in the Basis Date box; instead, the system uses the event date to calculate only 
the next period and, therefore, the item's next required date. If another "event" occurs, then the system 
uses that event date to calculate the subsequent period and, therefore, the item's next required date. 
 

 
 

10) Effective Date: use this to indicate the date you want changes to this item to become available to the user. It is 
recommended that the effective date be at least 1 day before the basis date. The system also uses the Effective 
Date to calculate the overall status of the curriculum. 
 

 
 

11) Assignment Typeȡ ÕÓÅ ÔÈÉÓ ÔÏ ÉÎÄÉÃÁÔÅ ÔÈÅ ÉÔÅÍȭÓ ÁÓÓÉÇÎÍÅÎÔ ÔÙÐÅȢ 4he system displays the assignment type in 
the user interface so that users know whether the item is mandatory, required, or optional. 
**NOTEȡ 4ÈÅ %ÆÆÅÃÔÉÖÅ $ÁÔÅ ÉÓ ÒÅÑÕÉÒÅÄ ÉÆ Á Ȱ2ÅÑÕÉÒÅÄȱ ÁÓÓÉÇÎÍÅÎÔ ÔÙpe is selected. 
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12) Once all the appropriate fields have been entered, click Apply Changes to save the component details. You will 

be redirected to the Contents Edit page. 
 

 
 

13) Repeat steps 2 ɀ ΧΨ ÔÏ ÅÄÉÔ ÁÎÏÔÈÅÒ ÃÏÍÐÏÎÅÎÔȭÓ ÄÅÔÁÉÌÓȢ 
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CURRICULUM ASSIGNMENT 

Period Based Assignments 

Event-Based Assignment 
 
It is recommended that administrators utilize the SAP Help Portal to review period-based (calendar/ event) assignment 
ÓÅÔÕÐ ÁÎÄ ÅØÁÍÐÌÅÓȢ 9ÏÕ ÃÁÎ ÁÃÃÅÓÓ ÔÈÅ 3!0 (ÅÌÐ 0ÏÒÔÁÌ ÂÙ ÃÌÉÃËÉÎÇ ÏÎ ÔÈÅ Ȱ(ÅÌÐȱ button located in the top right corner 
of the Contents Edit page. 
 

1. From the Curriculum Administration Page of your desired curriculum, locate the Contents area (in the Related 

Menu), and click Edit. For better viewing, click on the  icon to expand the region. 
 

 
 

2. A pop-up window will open. Locate the learning component you wish to edit on the Contents Edit page. Click 
on Edit ÔÏ ÅÄÉÔ ÔÈÅ ÃÏÍÐÏÎÅÎÔȭÓ ÄÅÔÁÉÌÓȢ 
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3. A pop-up window will open. Enter in the appropriate fields. 

 

 
  

4. Initial Number: Not required for event-based assignments.  
 

5. Initial Period: Not required for event-based assignments. 
 

6. Threshold: Not required for event-based assignments. 
 

7. 3ÅÌÅÃÔ ȰEventȱ ÁÓ ÔÈÅ Initial Basis. 
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8. Previous Completions: use this area to indicate if (and how far back) you want the curriculum to ignore previous 

completions of this specific component.  
 

 
 

9. Required Date Basis: use this area to indicate if you want the curriculum to base the curriculum assignment 
process based on the assignment date or hire date. 
 

  
 

10. Retraining Number: Not needed for one-time assignments. 
 

11. Retraining Period: Not needed for one-time assignments. 
 

12. Basis Date: Not required for event-based assignments.  
**NOTE :  

I. All new periods start at midnight. Therefore, the required date (due date) for any item is 11:59:59 PM 
the day before the next period starts.  

II. If the Initial or Retraining Basis is Calendar, then If Initial or Retraining Basis is Event, then the system 
does not use the value in the Basis Date box; instead, the system uses the event date to calculate only 
the next period and, therefore, the item's next required date. If another "event" occurs, then the system 
uses that event date to calculate the subsequent period and, therefore, the item's next required date. 
 

13. Effective Date: use this to indicate the date you want changes to this item to become available to the user. It is 
recommended that the effective date be at least 1 day before the basis date. The system also uses the Effective 
Date to calculate the overall status of the curriculum. 
 

 
 

14. Assignment Typeȡ ÕÓÅ ÔÈÉÓ ÔÏ ÉÎÄÉÃÁÔÅ ÔÈÅ ÉÔÅÍȭÓ ÁÓÓÉÇÎÍÅÎÔ ÔÙÐÅȢ 4he system displays the assignment type in 
the user interface so that users know whether the item is mandatory, required, or optional. 
**NOTEȡ 4ÈÅ %ÆÆÅÃÔÉÖÅ $ÁÔÅ ÉÓ ÒÅÑÕÉÒÅÄ ÉÆ Á Ȱ2ÅÑÕÉÒÅÄȱ ÁÓÓÉÇÎÍÅÎÔ ÔÙÐÅ ÉÓ ÓÅÌÅÃÔÅÄȢ 
 

  
 

15. Once all the appropriate fields have been entered, click Apply Changes to save the component details. You will 
be redirected to the Contents Edit page. 
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16. Repeat steps 2 ɀ 15 ÔÏ ÅÄÉÔ ÁÎÏÔÈÅÒ ÃÏÍÐÏÎÅÎÔȭÓ ÄÅÔÁÉÌÓȢ 
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USER MANAGEMENT  

Assign Curricula 

A Curriculum is a set of one or more items that can be assigned and tracked as a group. It is most commonly used for 
certification tracking, regulated/ compliance driven training, recurring training, previously completed training credits, 
and choice completion requirements (ex: complete any 2 out of 3 courses for certification).  
 
Curricula can be assigned to users using many methods:  

¶ via Curriculum Administration Page - User is directly assigned the curriculum from the Curriculum 
Administration Page. 

¶ via User Needs Management - User is directly assigned the curricula via User Needs Mgmt. 

¶ via User Record - User is directly assigned the curricula ÆÒÏÍ ÔÈÅ ÕÓÅÒȭÓ ,-3 ÒÅÃÏÒÄ. 

¶ via Assignment Profile - User inherits the curricula from the associated assignment profile. The Assignment 
Profile Synchronization automatic process does not update curricula, competency profiles, catalogs, roles, or 
reviews for all users. The automatic process finds only new users: users who have moved into or out of the 
assignment profile since the last time it was propagated. 

¶ via Job Codes - User inherits the curricula from the associated job code. 
 
This job aid will cover all except curriculum assignment via Job Codes and Assignment Profile. 
 

Via Curriculum Administration Page 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰLearningȱ 
icon.  
 

 
 

2. Click on the Curricula tab in the left menu frame. You will be directed to the area of the system where you can 
search and view the Curriculum you wish to assign. 
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3. Enter the Title of your desired curriculum. You can use the drop-down menu associated with most criteria to 
ÒÅÆÉÎÅ ÙÏÕÒ ÓÅÁÒÃÈ ɉÅØȡ ȰÓÔÁÒÔÓ ×ÉÔÈȱ ÖÓȢ ȰÃÏÎÔÁÉÎÓȱɊȢ #ÌÉÃË Search to search for your desired curriculum. 

 

 
 

4. Locate your desired curriculum. Click on the Curriculum ID to select and open the curriculum. 
 

 
 

TIP: Click the 
ȰField Chooserȱ 
button to refine 

your search 
results. 

TIP: Click the 
Ȱ!ÄÄȾ2ÅÍÏÖÅ 
#ÒÉÔÅÒÉÁȱ ÂÕÔÔÏÎ 
to refine your 

search. 
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5. On the Curriculum Administration Page, locate the Actions Menu, and click Assign this will take you to the User 

Needs Management Page. 
 

 
 

6. From the User Needs Management page, click on add one or more from list to find users you wish to assign 
the curriculum to. 
 

 
 

7. Enter a keyword (or last name) associated with the user or leave blank to add multiple users. Click Search to 
find users.  
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8. Select your desired user(s). Click Add to select the user(s) and return to the User Needs Management page. 
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9. Repeat steps 6 ɀ 8 to add more users. Once you have added all desired users, click Next  to advance to the next 

step.  
 

 
 

10. Confirm the curricula to be assigned. Click Next  to advance to the next step.  
*** NOTE: Click on add one or more from list to select more curriculum to add (if needed). 
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11. Edit (if needed) and confirm the curriculum assignment date for the selected users. Click Next  to advance to 

the next step.  
 

 
 

12. Click Schedule Job. 
 

 
 

13. Select Run this job immediately, if allowable, then click Finish to assign the curriculum. 
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14. You have successfully assigned the curriculum! Click OK to return to the Curriculum Administration Page. 
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15. Once you are back to the Curriculum Administration Page, you can perform additional administrative tasks 

related to your curriculum or exit the page. 
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USER MANAGEMENT  

Assign Curricula 

Via User Needs Management  
 

1. From the Learning Administration page (also called SuccessFactors Administration), cÌÉÃË ÏÎ ÔÈÅ ȰUsersȱ ÉÃÏÎȢ  
 

 
 

2. Click on Tools in the left menu frame to expand the tab, then click on User Needs Mgmt. 
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3. On the User Needs Management Page, select Add Curricula as the management action you want to perform. 

Click Next  to advance to the next step. 
 

 
 

4. Click on add one or more from list to find users you wish to assign the curriculum to. 
 

 
 

5. Enter a keyword (or last name) associated with the user or leave blank to add multiple users. Click Search to 
find users.  
 


